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MEMORANDUM 

TO: Wendy F. Hensel (or BOR Chair- Via President) 
President 

VIA: Debora Halbert 
Vice President for Academic Strategy 

VIA: Vassilis Syrmos 
Provost 

VIA: Sandy French 
Chief Business Officer 

VIA: Laura E. Lyons 
Interim Vice Provost for Academic Excellence 

VIA: Katrina-Ann R. Kapāʻanaokalāokeola Oliveira 
Interim Vice Provost for Student Success 

VIA: [NAME] 
Dean of [SCHOOL/COLLEGE/ORU] 

FROM: Chair/Director (this will be the POC for the request) 

SUBJECT:  

Specific Action Requested: 

It is requested that 

• Establish a new fee/person of $ 

• Change an existing fee. Current amount of the fee/person $ 
o Increase the fee/person to $ 
o Decrease the fee/person to $ 
o Eliminate the fee 

 
Recommended Effective Date: 

Fall [20XX] 

ADDITIONAL COST: 
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Purpose: 

● Indicate Fee type (see instructions) and amount. 
● Purpose of the fee (new, increase, decrease), who will be charged, and a statement of 

need. 
● Explanation of how the proposed fee will impact the level and quality of service 

provided. 
● Record of previous fee increases, decreases, and implementation dates. 
● Explanation of what other resources have been used in the past/considered to cover 

these services/materials. 
● Description of the benefit to the individuals receiving these materials/services. 

 
Background: 

● The impact of the fee on cost of attendance budget. 
● Comparisons of fees at peer and/or benchmark institutions. 
● Explanation of how fees will be collected and allocated. 
● Groups consulted, timeline, and feedback received. 
● Budget narrative detailing costs how the fee revenue will address them. 

 
Action Recommended: 

It is recommended that 

APPROVED / DISAPPROVED: 

 
Wendy F. Hensel Date 
President 

Attachments: 
Proposed budget 
Survey of impacted groups (optional) 
Peer/benchmark summary (optional) 
 

 
C: 

Registrar 

Cashier 

Banner/IRAPO? 

https://manoa.hawaii.edu/provost/resources/fee-proposal-instructions/
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